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CHAPTER 1
| NTRODUCTI ON

1-1. Purpose. This regul ation del egates authorities and
prescribes procedures for processing and controlling travel
performed by personnel of HQUSACE and OCE

1-2. Applicability. This regulation applies to travel of
civilian and mlitary personnel in HQUSACE and OCE, and

i ndividuals traveling on invitational travel orders at the
request of HQUSACE and OCE. It also applies to the travel
expenses of persons enployed as consultants or experts.

1-3. References. Policies and procedures in this regulation are
based on gui dance presented in the regul ations and publications
listed in Appendix A Therefore, the reader of this regulation
should not use it to the exclusion of the referenced publications
since they provide the basic policy guidance from whi ch USACE
systens and procedures are devel oped. Persons havi ng questions
concerning procedures in this regulation should refer themto
CELD- TT.

1-4. Definitions. An explanation of the neaning of certain terns
used in this regulation is provided.

a. FOREI GN TRAVEL. All geographical |ocations outside the
50 United States, areas and installations in the Republic of
Panama made available to the United States under the Panama Canal
Treaty of 1977 and rel ated agreenents (as described in Section
3(a) of the Panama Canal Act of 1979). Trips to U S. territories/
possessions are no | onger considered as foreign travel for
ASA(CW consi derati on.

b. OCONUS TRAVEL. Travel outside the continental 48 United
States. This includes Al aska, Hawaii, Puerto Rico, the Virgin
| sl ands, and U.S. territories/possessions.

C. PERVANENT DUTY STATI ON. The | ocation where the enpl oyee
is actually stationed; the place where the enpl oyee expects and
is expected to spend the greater part of his/her tinme. Generally,
the corporate limt of the city or town determ nes an enpl oyee*s
official station.

d. POST CONFERENCE TOURS. Peripheral tours offered before
the start or after the conclusion of the fornmal conference
program wusually a tour of a non-technical nature.

1-5. Policy. Directors and Chiefs, Separate Ofices wll
critically review the necessity for TDY travel to ensure that
pur pose and cost of travel are consistent with the guidelines
prescribed herein.
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a. The nunber of people who nust travel for a single
purpose will be held to an absol ute m ni num

b. Do not permt travel when the matter in question can be
handl ed by mail or tel ephone.

C. Hol d use of rental cars to an absolute m ni num
d. Restrict the use of bl anket travel orders.
e. Reduce duration of trips to a m ni mrum nunber of days.

f. Critically review necessity for travel of two or nore
representatives on the sane trip.

g. Travel nust be directly and clearly related to m ssion
achi evenment. Travel that is marginal should be deferred or
cancel ed.

1-6. Responsibilities.

a. Directors and Chiefs, Separate O fices will ensure that
all travel by subordinates is approved and authorized by
officials to whom such authority has been del egated. An
aut hori zation shall be issued prior to the occurrence of travel
expenses. The authorization shall be as specific as possible in
the circunstances requiring travel. Travel shall be limted to
the m ni num necessary for m ssion acconplishnent.

b. Directors and Chiefs, Separate Ofices wll ensure
t hat :

(1) The designated travel approving/directing official
wi |l be at an organi zational level that wll ensure effective
control of travel. The approving/directing official*s primary
objective will be to ensure the necessity of official travel.

(2) The designated order authorizing or authenticating
official is an official who has full know edge of applicable
regul ations. The order authorizing/authenticating official is the
person designated to issue travel orders for the Commander

(3) Non-technical post conference tours wll not be
aut hori zed or approved at CGovernnent expense. However, USACE
personnel may attend and/or participate in nontechnical post
conference tours at their own expense, provided annual |eave is
approved for that purpose.

(3) DA Form 2374-R, Notification of Foreign Visit,

wll be forwarded to CELDAT 45 days prior to departure, except
for clearly indicated energency situations.
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C. Requests for clarification and/or deviation of the
provi sions contained in the Joint Travel Regul ations/Joint
Federal Travel Regulations (e.g., actual. expense authorization)
will be submtted to CELD TT.

o d. Directors and Chiefs, Separate Ofices will critically
revi ew and eval uate request for proposed travel of Governnent
contractor personnel to ensure that:

(1) Each trip is essential and can denonstrate
positive and substantial benefits.

(2) The conduct of official business requires personal
contact or observation.

e. Mlitary personnel traveling outside of CONUS nust have
been tested for Human T-Lynphotrophic Virus Type [l | (HTLV-111)/
Human | mmunodeficiency Virus (HV) within the last 6 nonths prior
to travel

1-7. Delegated Authorities. See Tables 1-1 and 1-2.
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Table 1-1, DD Form 1610, Routine CONUS TDY Orders
Requesti ng Appr ovi ng Order Aut hori zi ng
O ficial Oficial/ O ficial/and/or
and/ or Actg* Act g
Travel er Bl ock 17 Bl ock 18 Bl ock 20
Ex Oc
CECS CECS CEDC CEDC
Asst CECS CECS CEDC CEDC
CSM CECS CEDC CEDC
ACE ACE CEDC CEDC
Directors/ Directors/
C/ Sep O cs C/ Sep O cs CECS/ Asst CECS/ Asst
CECS CECS
OACE
Dep Asst DACE ACE ACE
Ex Dr DACE ACE ACE
Div Chiefs Div Chiefs DACE/ Ex Dir DACE/ Ex Dir
Br Chiefs Div Chiefs DACE/ Ex Dir DACE/ Ex Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
Cvil Wrks
DDir-Ex Dr/ DDir-Ex Dr/
ADCW ADCW Director Director
Div Chiefs Div Chiefs Ex Dir Ex Dir
Br Chiefs Div Chiefs Ex Dir Ex Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
M| Prograns
Dep/ Exec Dep/ Exec Director Director
AlDirectors A/Drectors Exec Dir Exec Dir
C/Sep O cs T Sep Ocs Exec Dir Exec Dir
Div Chiefs Div Chiefs Exec Dir Dep/ Ex Dir
Br Chiefs Br Chiefs Div Chiefs Div Chiefs
O her Pers Br Chiefs Div Chiefs Div Chiefs
Real Estate
Dep Dep Director Director
Div Chiefs Div Chiefs Director Director
Br Chiefs Div Chiefs Dep Dir Dep Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
Res & Dev
Dep Dep Director Director
C/ Sep O cs Dep Director Director
Q her Pers C/ Sep O cs Director Director
Res Mynt
Dep/ Ex Dir Dep/ Ex Dir Director Director
Adm n O cr Ex Dr Dep Dep
Div Chiefs Div Chiefs Ex Dir Ex Dir
Br Chiefs Div Chiefs Ex Dir Ex Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
*For | ocal travel approval see paragraph 6-4

1- 4



OM 55-1-1

1-5

31 Jan 90
Table 1-1, DD Form 1610, Routi ne CONUS TDY O ders-Conti nued
Requesti ng Appr ovi ng Order Aut hori zi ng
O ficial Oficial/ O ficial/and/or
and/ or Actg* Act g

Travel er Bl ock 17 Bl ock 18 Bl ock 20
Log Mynt

Dep/ Avi ati on Dep/ Avi ati on

Myr Myr Di rector Transp O cr

Exec Asst Dep Di rector Transp O cr

Div Chiefs Dep Di rector Transp O cr

Br Chiefs Div Chiefs Director Transp O cr

Q her Pers Br Chiefs Div Chiefs Transp O cr
I nfo Mgnt

Dep & Ex Dir Dep & Ex Dir Director Director

Admn O cr Ex Dir Deput y Deput y

Div Chiefs Ex Dir Deput y Deput y

Br Chiefs Div Chiefs Ex Dr Ex Dr

Q her Pers Br Chiefs Div Chiefs Div Chiefs
Per sonnel

Dep Dep Director Director

Adm n O cr Dep Di rector Di rector

Div Chiefs Div Chiefs Director Director

Br Chiefs Div Chiefs Dep Dir Dep Dir

Q her Pers Br Chiefs Div Chiefs Div Chiefs
Counsel

Dep Dep Director Director

MEA O cr Dep Director Director

C/ Sep O cs Dep Director Director

Q her Pers C/ Sep O cs Dep Dep
Engr I nsp Gen

Div Chiefs Div Chiefs CEl G CEl G

CSep O c C/ Sep Oc CEl G CEl G
Public Affairs

Dep Dep Chi ef Chi ef

Div Chiefs Div Chiefs Dep Dep

Q her Pers Div Chiefs Dep Dep
Security and Law Enf or cenent

Dep Dep Chi ef Chi ef

Q her Pers Dep Chi ef Chi ef
*For | ocal travel approval see paragraph 6-4
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Table 1-1, DD Form 1610, Routi ne CONUS TDY O ders-Conti nued

Requesti ng Appr ovi ng Order Authori zing
O ficial Oficial/ O ficial/and/or
and/ or Actg* Act g
Travel er Bl ock 17 Bl ock 18 Bl ock 20
Equal Enmpl Opp
Div Chiefs Div Chiefs Chi ef Chi ef
O her Pers Div Chiefs Chi ef Chi ef

Princi pal Asst
for Contracting

Dep Dep Chi ef Chi ef

C/ Sep Oc Dep Chi ef Chi ef

Q her Pers Dep Chi ef Chi ef
Sm & Di sadvant aged Bus Uti |

Dep Dep Chi ef Chi ef

Q her Pers Dep Chi ef Chi ef
Audi t

Q her Pers Team Chi ef Chi ef Chi ef
Hi story

Div Chiefs Div Chiefs Chi ef Chi ef

Cur at or Cur at or Chi ef Chi ef

Q her Pers Div Chiefs Chi ef Chi ef

*For | ocal travel approval see paragraph 6-4
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Requesti ng Appr ovi ng Order Aut hori zi ng
O ficial Oficial/ O ficial/and/or
and/ or Actg Act g
Travel er Bl ock 17 Bl ock 18 Bl ock 20
Ex Oc
Cdr CDR CECS CELD-TT
CEDC CEDC CECS CELD-TT
CECS CECS CEDC CELD-TT
Asst CECS CECS CEDC CELD-TT
CSM CECS CEDC CELD-TT
ACE ACE CEDC CELD-TT
OACE
Dep Asst DACE ACE CELD-TT
Ex Dr DACE ACE CELD-TT
Div Chiefs Div Chiefs DACE CELD-TT
Br Chi efs Div Chiefs DACE CELD-TT
O her Pers Div Chiefs DACE CELD-TT
Directors/ Directors/
C/ Sep O cs C/ Sep O cs CECS CELD-TT
Div Chiefs Div Chiefs Directors/
C/ Sep O cs CELD-TT
O her Pers Div Chiefs Directors/
C/ Sep O cs CELD-TT
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